
OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 

=,g5$',, 
' @ APPLICATION FOR RECORDS RETENTION SCHEDULE loEpARmEm ARCnlVESAND H,nORi 

INSTRUCTIONS: See Publication No. 76-94-1 for inmuctions on completing th i s  form, Forward signed original to 

FOR AGENCY USE 1. Agency Address 
wlication Date Department of Education 

Department of Archives and History, Records Management Division, 330 Capitol Annu&, Atlanta, Georgia, 30334,- 
Anention: Schedulinu Section. 

FOR RECORDS MANAGEMENT VSE 

Application Number 

- 
ppliitwn Numbcr 

I Office of Ins t ruc t iona l  Services I e x - i a  wcl- ? 1 Division of Ins t ruc t iona l  M e d i a  Services 
Media F ie ld  Services, 2054 Twin Towers E. 
Atlanta,  Georsia 30334 D E C  1 4 1982 ITAN-2 4 1983 

DrtcR+aivcd DaR b m p k r e d  

. Dates of Series 
arliest Latest 

1978 I To da t e  

5. Records Series T i t le  (followed by title used in office; if different) 

Sta t e  School Media Policy Development F i l e s  

1. Record Series Description 

Documents relating to: 

as  they apply t o  media. 

Included are: 

Letters ,  recomxendations, reports, proposed and approved standards and pol ic ies ,  and 
related documents. 

Th is  f i l e  contains the following docuKWtS [include form numbers and titles, ifsny): 
Attach samples of the fik. 

Developing or revising of S ta te  Board pc l i c i e s  , standards, regulations 

File i s  arranged: Chronologically p y  calendar year; thereunder alphabetically by requirement 
type - 

5. Monthly Reference Rate How often are records referred to which are: 

One to six months old A; Seven to twelve months old A; Thineen to twenty-four months old 50 ; 

twenty-five months and older A? 
9. Annual Rate of Accumulation of Records 

1 



ES NO 10. Quenionnaire (Place an "X" in the proper column) .. 
a. I s  th is  the official copy of the serier? -. 

< If not. where i s  it? 

b. Does the series contain confidential information requiring sewrity handling? If  yes. pjte law or regulation. 

ioency Head!Deiignee ISqnatVrcl 

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need wan. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. mc, m b u =  r?&W-+s 
7 

2 Approved Disposition Instructions This agency recommends the t  the file series be CLR off a t  the end of each: 
B Calendar Year; 0 Fiscal Year; 0 Other then. 

E2 3015 in the current filer area month(s) 3 yezrls); then 
f Transfer t t  1xal holoins area; hold 
D Transfer to S a t e  Remrds Center; hold 
E Destroy. 
I3 Transfer to %ate Archives for permanent retention. 
I3 Other ISmiYyl 

yearb); then 
yearb); then 

Date Records Management Officer ISgnaWrel 1 Date 

/& ;$&ZdQ&de. L F L  12//0 r2 

These instruction: apply to al l  mior and future accumulations of the series. 

iemmmndations in pars- \ 
-rph 12 are rpproved. 
If dirapproved, arrach lerrer 

9 m e  AuditorlDerignee 

f explanaoon.1 cretary of StatelDesignee 

Attorney GenerelfDesignee 

/ - I743 
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.,4d5- 7'2=.e 


